
 

 

 
Certificated legal secretarial program: 

 Legal terminology 

 Legal process 

 Jurisdiction and venue 

 Ethics 

 Written communications (e.g., letters, pleadings, discovery, notices, 
motions) 

 Filling procedures 

 Billing and accounting  

 Time management 

 Records management 

 Legal research 

 Memoranda preparation 

 Citation format 
 
 


